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JUN 25 1956
MEMORANDUM FOR: Director of Personnsl
THROUGH : Assistant to the DD/I (Administration)
8UBJECT : T/0 Changes in Foreign Dscuments Division
REFERBNCE : Memorandun from Acting Director of Personnel, dated

27 April 1556, same smubject

1. In consideration of referenced memorandum, seversl conferences
were hald in vhieh DD attempted to outline the need for semi-professional
proofreaders in the interest of improving its reporting to the substantive
consumers., Subseguently, FID was notified telephonically by PED/OP that
the highest grade mllowmble for these positions was a 8.k,

2, Aeouracy axd eontinuity in context in reporting informstion
rom dooumentary sources are basle necessities to the sccurate Lfinished
intelligence conclusions of the substantive consumers., Currently, the
Publications and Survey Section of FOUD's Reporis Branch must eall upon
G8«ks, who mre hired ss typists and fregquently are just out of school,
to proofread the text of its reports. In order to produce scourate
information as mich as possible of this msnuseript must be rechecked
by supervisors sod on many oecasions referred back to the Bditorial
Bection for clarifieation. The time-consuming process slows production
and with a volums of moye than 150,000 pages of raported information
per yoar lesves a potentially wide margin of ervor vhich could be
dangerous. to finished intelligence.

3. The importance of finished proofreading to FID's products has
long been recognized. CAP-h positions were alloved for this funetion
in the postwar dsys of the operstion. This was relatively high in
reletion to the CAF-1l and CAF-2 typisis positions allowed st that tinme.
As demand exceeled supply in clerical personnel the proofreader position
became increasingly harder to £ill with even partially qualified personnel,
and in Decesber 1952 all typist positions were vegraded 3/b, the higher
position was dependent on the typist's ebllity to do some proofreading.
When the Agency level for typists wasz raised to G8-% in Merch 1953, no
increase in proofresder grades was allowed FUD. The statlc proofresder
position had been overtsken by the grade for typiste and the ineffective
proceas mentionsd above was the only slternstive for FDD's operation.
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. Competent semijrolessionsel proofreaders on the level of
Bditorial Assistecis are needsd in PID to insure the ascursey of its
reports and relieve the supervisors of those sxirsnecus burdens which
prevent thes from devobing tm;amwtmtatm;amtafzmir
regularly esteblisbed duties. The raquested procfreaders should be
coilege gradustes, or have the eguivalent in experience, snd be respon-
pivle for the correctien of srvors of misreadiings sad tranglilevstion
ae well a8 ihe errors of typogreghy, iransposition, repetition, punc-
tugtbion, ete. In addition the proofresder shouid be responsidble for
the inclusion or exclumion of cevests, sontrols, end editorial notes.
We fesl that such e person oould not be employed or retsined at G8-%.

5. Parsgragt 3,s,{1) of the Staff Study dated 23 April 1956 by
Overt Zvalustion Brench emd eoucuryed i by m:wt, PED, statesn that
proofresder grades "cennot be mupported sbove GB-% sioee the funciion
consiste of the individunl proofreaders independently resding the typed
meterisl ageinst the dveft material to inmre that there are nol any
typing errore, ihat all insertions have been carrectly inecluded, ete.”
Tris is en over simplificetion of FIb's proposal. wWe do not beliewve
mtmwmmmmﬂmwmwummm
subject. Pirst, curyent celling limitstions 4o pol peralt the lusury
of precfrealiog in palrs and second, mmmmufmnmt it
i® more efficieni on lheir asierisl to heve one procfreeder process »
report. The Staff Study statement Mmmfamiw%mﬁ

practide than mn cutline of the type of function wkich is regested.

Paragrapt 3.8,(1) of the Staf? Study continues, “MHateriel
hewing ervors is returped to the cierk typlist for correation. This
function counot be evalusted sbove G8-h in view of the ilimited oppor-
ity for indspemdeni sction, litile ar no editorisl knovledge of
other than s rndizentery nalure belng preregaisited of the poeition,
the lack of aay supervisory or guasi-supervisory responsitilities or
of sy veriety of duries waich would tend to brosden the poeition, ete.”
FOD wemts parsons for this sssigmmnt capeble of independent actlon
which sould f{mvolve checking with the Editorial Section scd at itimes
the reporting officer. An incrsasing knowledge of editorial procedures
is inbeven:i in the finished type of srecdresiing needed. The responsi-
Lilitien of 4he funetion wouid be high indeed as this would conatitule
the fingl vefipement of repovte bhefores dlssemination to the intelligence
eome ity .
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SUBJECT:

. e believe the case of the grade for proofreaders werrants
furtlier review by you in the interest of providing accurste and more
timely information for finished intelligence. For your conwgnience
in such a review FED's suggested Job dessyiption for requested
oroofraaders is sttached.

SIGNED:
P, &, CAREY
Assigtant Director for Operatious

Enclosure: ﬂ

Suggested Job Description for

Editorisl Assistant ?pmfremr)
FDD/JJBegnall./ (21 Jun 56)
Distribution:

Orig & 1 - Addressee
1 - Asst to DD/I (Admin)
1 - Chief, FDD
2 - 00 - Bub)
Chrono

-3 - |
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EDITORIAL ASSISTANT (proofreader)

Under supervision of the Publicaticns Unit Chief, receives work
assignwents frow same and performs conventionsl duties of proofreading.

Final-typed copy on paper plates is read sgatnst the edited draft,
from which the typist hme worked, to discover errors and indicete
necessary corrections reguired to conform with the intentions of the
editors or of the originel drafters of the text. These errors ney be
typographic, spelling, transposition, repetition, cspitaligation, and
any variety of possible misreadings, punctuation, parsgraphing, special
insels or indenis, tebulstion, abbreviation, numerics} rendition,
pagination, indexing, serial nusbering, security classification, inelu-
sion or exclusion of ceveats, controls, snd special publicetion or
editorisl notes.

The proofreader indicates snd direets by conventional notes and
symbols such errors commiited by typist ov unwittingly overlocked or

typassed by original writer or editor snd denctes the correction required

in the finel typed copy. In doing so, the proofresder has suthority to
direct arbitrarily the needed correction in a1l matters seve those
involving substentive memning or critical grammatical construction,
whiich may stem fram peculisrities of the origingl foreign langusge. In
such ceses, a8 in all pudblicstion practice, the proofreader would

initlially refer to an editor for interpretation or, if unsnswered there,

might refer directly to the original writer. For questions involving
the Lyping or layout of the material the proofreader would direct the
typist as to the more correct or sppropriste rendition.

The proofresder scts ss & critic and ss an instructor in reélation
to the typist. Reports snd references of the proofresder concerning &

Lypist’s work besr considersble weight in preparation of fitness reporis

by the typing supervisor. In this contact with the typist the proof-
reader exercises considerable influence in the development of #klil and
accuracy on the part of the typilst.

The procfresder bears the regponsibility of final and eritical
review of all Division materisl prepared for publicstion. These pub-
lighed reports bear a CIA publications cover end ss such represent the
Agency. VWork resd end spproved by the proofresder is nccepted as com-
plete snd correct, and ready for dummying, printing instruetion end
requisition for the Printing Services Division, CL.

ALIFICATIONE: Ccllege degree or equivalent in experience.
szvl%gns" required -- College-level English, grammer, punctuation,
spelling, aome femilisrity with printing and reproduction methoda.
Knouwledge of or femiliarity with a foreign languege ia desirsble;
inowiedge of editorial msrks and symbols snd yroofreading directions
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EDTTORIAL ASBISTANT (procfresder) Cont'd

and practices is reguired. Reproduction skills and femilierity with
foreign languages might be developed on the job or through special
training during probation. v

ABTLITIES: Conceniraiion, conscientious application, penchent
for accuracy sud correcsiness.

WORK EXPERIRNCE AND BIUCATION: College degree desirsble. FPro-
fespionsl proofresding or editing experience of at least iwo yeers,
or work demomstrstion in this sectionm for iwe yemrs, plus one.-year
on-the-job performsnce in this position.

SCOPE AND EFFECT: Careless spplicetion to sssigned work in this
position could result in the publication oferronecus informstion to
the intelligence commmity. This Division supplies information from
the officisl publicetions of the Eino-Soviet bloc and therefore errurs
published are errors of fact vhich could be reflected in an inteill-
gence astimate or final report. The material published by this Divi-
sion is not of mere trapsitory vaiue but of basic import for research,
80 muth 80 that some offices snd sgencies have established reference
files of the informatiorn tsiven from these reports. Reporis of ihe
Division smount to spproximately 160,000 pages per year. The consumers
represent all components of the intelligence community and relsted areas
of government. Besides the routine workload, speciaml reports and
publications are produced, some instigated by the DCI, the DD/I, or
other high-echelon aresas.

SPECIAL QUALIFICATIONS: Owing to the constamt sppiication to
reading mstter requirved in this position, the person cecupying 1t
should heve eyesight commensurate with this reguirement.

MENTAL DEMA®.C: Works under pressure of deadlines reguired for
40 scheduled reporis, snd the high standerd of accuracy and coeplete-
ness depanded in CIA productions.

PROGRESSICH: Recruitment sgainst the specifie gualifications
desired wouid be pormal to fill this position. Advancement would be
effected most eesily into an editorial positicm, or, in event of
attrition, to Publicaticns Unit Chief.
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